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ne vhether DD/R should conbinue amﬁng s contsel Reglstry

mmmam operation ve performed by @sch cowponent
of DBIR.

i11.

Iv.

Past the D5/ offices remain in their jresent locations and that
only signiflcant meil be confrolled and at ouly owe polat.

FACTS BRARTHG ON THE FROBLEY:

-

s

8.

E )

he DD/R registry receives end dispatclies smeil for a1l DD/R
elgrmnts axcopt OBR.

mmumanmwmmawjawmm
persormel in seleeting ssil thet should be controlled (Porm 238).

I8/8 bas offices on % floors of the hesdguarters bullding, some
iocated behiud the barrvier.

“he DD/R reglstry opsrates oa the central flle roon for the
0/R, nis Stef? and CED.

‘there is & pnawaatic tubs station loeated in O5L.

Thare is duplication of effurt in receiypting for end
eonbirelliing of Top Secret snd Sensitive materisls.

BIBCUBBICH:

e

e present DD/R registry is located 1n Boos 38-13, Seadqus B
Bullding, WWWMW%%{E mmm
shelf and the Uffice of Iesesrch and Yeveloprsrni. This sctivity
maﬁk;&%%am%e&a%fax%a&ﬁmmﬁ
the Office of Blint; but nod for the Office of Specisl Activitiea.
Therafore, et the prosent tize, all mail for the ID/R and offices
unfiar the LD/R with the excepticn of 084 is delivered o, snd
pioked up from this roo.

The dateraination ss 4o whather or not » plece of incosing =il
should be controlled (Fors 238) is sede initislly ot this point.
Froe ohservvatlon seds 1% sppessed that there is gﬁm & vari-
ance of opinion between DD/H regilstry spd 0L parsosnel as %o
whet should Ve controllad and that for which no contwol is
necessary. Statistice indicated thet, for an aversgne dey, the

DO/R rvegletry contewils 23% of all Liconing mnil sddvessed to
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the BO/R or his mmediate staff; 25% of al) mall istends® &
ORD and less than 4§ of a1 =il sddressod to OEL. The meil

of iueciing Wil and &8 & repult our tndlcated thet
324 of mall received through the DD/R registyy necagsitated
comtroliing which was scconplished in the subsidiary reglstry,
(L.

m&wﬁﬂwm%r&&w&ﬁwmmm%i
ﬁmmummmmmmmﬁmgﬂm
ghould be 88 close as pousivie to the office of sctien. In
£his particular cage the apaning snd eentyolliing af 0L =ail
ﬁywwﬁmmmmww&ﬂm‘m&wmw

mwmiwr which the Do/R Avea Top Becret Corteol Officer is
resgonsivle fer prepering Top Secred vocaipt (Fors

With the exception of the DD/R, his immediate Staff snd WO
mﬁmmmm&mnm,mmm of DD/R
puilding, some of shich sre behind the barrier. %ha fact that

S atatning of & shromlogiosl file of ORL cutgeing msil
shold be 8 responsibility of (EL andl not the Dp/R Peglstry.
i 07 mainteins e chronologicsl file, the IB/R file should be
dagtyoyed.

sheve is e tubs statlon located ia OEL beside the degk of the
person yesponsible for roceiving, controiling sed dlepstching
ail OEL mail. The wse of this systen by OEL is sporallc. om
soe cocewions they receive non-CIh ceblas Irom the Ceble
W@mwmmmwrmmhwwm for
w&mﬁmawﬁn%mmwmmnmw
%Wmu%m@iﬂa%ﬁm&@m&m
wm,mmmwxwmmmﬁmyﬁwa
ioestion.

e
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f. 7Ibe Chief, DD/R Reglstry, is the Arem Top Secret Combrol Officer,
ihe jerson responsidle for receiving and dispstching Top Secret
and Sensitive mterials for all DD/E offices with the exception
oL UBA. Presently, Agency Form 36, & one part 3 X 5 card
farw, is being used to record receipt of Top Seeret saterisis.
o treeait incoming Top Secret docusents froam the inltial
point of recelpt (DD/R Reglstry), to & componant of /R the
origizal Form 36 must be receipted and & new card typed by the
subsidisry DD/R Offtce. This has resulted ic as meny as three
to four typings. The use of e zore sultsble fora {(earbon inter-
Jenved) will retuce possibility of ervor in trasscriving and
sluu ellsinate duplicetion of typing.

COMCLUBTON:
Zelievisg the DD/R Registry of responsidility for combrailing OFL
and yrovide & wore effective systen of mail coutrol.

vi.

&. Continue uelng the ID/R Registey as a centrel point for the
Galivery and plekap of a1l DO/R mail except 004. This should
ramdin in effect until such time sw greater use is meds of the
tube syaten and regular 1A souriers are perzitted to eervics
wall stetions behind the Lbarrier. Upon lifting of these restrict-
ione 1t ls recommended that dlireet weil service be provided GEL.

8, Helieve ID/R Regiotry of the respensibliity for preparing matl

for CEL. mm}ﬁ&mm&mmwﬁmwﬁﬁ
registey for the DD/, hia staf? and OND.

¢« The DB/R Reglwtry continue to prepare recelpt forms for Top
decret and Sensitive mlerisle. However, it iz recosme
the use of Fore 36 be discontioned and Agesmcy Fora 1805, (siz
paxrt carbon Interisaved) be prepared for all Top Sevret and Sensitive
naterialis. {(EXAIBIT A).

etablish & schedulo mhowing time of intersal courier delivery to,
and pleiay from, all mail desks in DD/R. This should include g1l
divisions under OBL.

#. Isglesent Document Control Procefure in sccordance with pbtached
dgevcy spproved guilde. (EXHIBIT B).

4.

25X1
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